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Functional and Organizational Analysisof State Board for
Registration of Architects

Sour ces of | nfor mation

Representativeof the State Board for Registration of Architects:
Cindy Gainey, administrator

Code of Alabama 1975, Sections 34-2-30 through 34-2-42.

Code of Alabama 1975, Sections 41-20-1 through 41-20-16 (Sunset Law)

Code of Alabama 1975, Sections 41-22-1 through 41-22-27 (Administrative Procedures Act)
Alabama Administrative Code, Chapters 100-X-1 through 100-X-2

Alabama Government Manual (1998)

Audit Report of the State Board for Registration of Architects

State Board for Registration of Architects Rules and Regulations (1999)

State Board for Registration of Architects Annual Report (1999)

State Board for Registration of Architects Newsletter (Summer 1999)

Government RecordsDivision, State Board for Registration of Architectsrecordsretention schedules
Government Records Division, State Agency Files (1985-ongoi ng)

Agency Organization

The State Board for Registration of Architects is composed of six members appointed by the
governor. Members are appointed from thefollowing districts: one from the northern district, two
from the north central district, two from the central district, and onefrom the southern district. Each
board member must be a registered architect residing in aparticular district. Members serve four-
year terms of office. The board elects annually a chairman and avicechairman. Meetingsare held
at least four timeseach year. A quorum consistsof four members. The board hiresan administrator
to supervise the day-to-day operations of the board. An organizational chart is attached.

Historical Context

The board was established in 1931. The profession was not regulated prior to the creation of the
board.

Agency Function and Subfunctions
The mandated function of the State Board for Registration of Architectsistoexamine, register, and

regulatearchitectsin the state. The board isone of the agencies primarily involved in carrying out
the Regulatory function of Alabamagovernment. In the performance of its mandated function, the
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State Board for Registration of Architects may engage in the following subfunctions:

1

Promulgating Rules and Regulations. The State Board for Registration of
Architects is authorized, under the Code of Alabama 1975, Section 34-2-39, to make and
adopt by-laws, rules, andregul ations setting minimum standardsfor professional conduct by
architects. Thissubfunction encompassestheboard’ seffortsin making, altering, repeal ing,
or amending rules and regulations that are implemented to accomplish its duties and
functions vested by law.

Registering. The board is empowered, under the authority of the Code of Alabama,
Section 34-2-33, to issue certificates of registration to qualified applicants asarchitects. An
applicant for registration must graduate from a school/college of architecture accredited by
theNational Architectural Accrediting Board and complete athree-year internship under the
supervision of a registered architect. Unless exempted, applicants must take and pass a
written examination administered by the National Council of Architectural Registration
Boards (NCARB). Once passed, the applicant is entitled to the certificate of registration
issued by the board and may also apply for a certificate of registration issued by the
National Council of Architectural Registration Boards. Each registered architect isrequired
to complete a minimum of twelve (12) continuing education hours each year in order to
renew the regi stration. Any registered architectwho hasallowed his/her registraionto lapse
for more than 90 days must complete a new application process for reinstatement.

Investigating Complaintsor Violations. TheCodeof Alabama 1975, Section 34-
2-34 authorizes the board to conduct investigations, heari ngs, and proceedings concerning
alleged violations of its rules or regulaions. Depending on the findings following
investigation and hearings, the board may dismissthe case, issue reprimands, levy fines, or
suspend/revoke the certificate.

Administering Internal Operations. A significant portion of the agency’s work
includes general administrative, finanaal, and personnel activities performed to support the
programmati ¢ areas of the agency including:

Managing the agency: Activities include internal office management activities common
to most government agencies such as corresponding and communicating, scheduling,
meeting, documenting policy and procedures, reporting, litigating, legislating (drafting,
lobbying, tracking), publicizing and providing information, managing records, and managing
inf ormati on systems and technology.

M anagingfinances. Activitiesinclude budgeting (preparing and reviewing budget package,
submitting the budget package to the Department of Finance, documenting amendmentsand
performance of the budget); purchasing (requisitioning and purchasing supplies and
equipment, receipting and invoicing for goods, and authorizing payment for products
received); accounting for the expenditure, encumbrance, disbursement, and reconciliation
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of fundswithinthe agency’sbudget through a uniform system of accounting and reporti ng;
authorizing travel; contracting with companies or individuds; bidding for products and
services; and assisting in the audit process; investing; and issuing bonds.

Managing human resour ces: Activities include recruiting and hiring eligibleindividuals
tofill positionswithin the agency; providingcompensation toempl oyees; providing benefits
to employees such as leave, heath insurance, unemployment compensation, worker’s
compensation, injury compensation, retirement, and death benefits; supervising employees
by evaluating performance, granting leave, and monitoring the accumulation of |leave;
training and providing continuing education f or employees; and disciplining.

Managing properties, facilities, and resources Activities include inventorying and
accounting for non-consumable property and reporting property information to the
appropriateauthority; constructing buildingsand facilities; leasing and/or renting officesor
facilities, providing security for property owned by the agency; insuring property; and
assigning, inspecting and maintaining agency property, including vehides.

Completed: May 2000
Attachment: Organizational Chart



Analysis of Record Keeping System and Records Appraisal of
the State Board for Registration of Architects

Agency Record K eeping System

The board currently operates a hybrid record kegping system composed of paper, microfilm, and
electronic records.

Paper-based Systems: Staff members createand maintain most of the board’ s records in paper form.

Micrographic System: Theboard contracted the Department of Industrial Relations to microfilm the
Architect Registration Files created between 1931 and 1996. The microfilming project was
terminated after 1996 because the board may implement a digital imaging system for its records in
the future.

Computer Systems: The board has a Local Area Network (LAN) that runs a Microsoft Windows 98
operating system. There are two userson the LAN. Program databases are maintained in Access.
Staff performs complete system backups ona weekly basiswith incremental backups nightly. Back
up tapes are rotated weekly and stored in a fireproof cabinet located in the office.

Theboard maintainsaweb site at http://www.alarchbd.state.al.us. Information available on theweb
siteincludes rulesandregulations, codeof conduct, exami nation/reciproci ty/reinstatement procedures,
the fee schedul e, searchable roster database, and copies of board newsletters. All of theinformation
ismaintained also in paper format.

Records Appraisal

Thefollowing isadiscussion of the two major categories of records created and/or maintained by the
State Board for Registration of Architects: Temporary Recards and Permanent Records.

I. Temporary Records. Temporary records should be held for what is considered to be their active
life and disposed of once all fiscal, legal, and administrative requirements have been met. Some of
the temporary records created by the department are discussed below:

# Intern Files. Asapart of the architect reg stration procedures set up by the National Coundl
of Architectura Registration Boards (NCARB), an individual seeking to take the Architect
Registration Examination must first complete the Intern Development Program (IDP). Intern
Files are created when an individual begins participaing in the IDP. After the completion of
IDP, the applicant iseligible for the Architect Registration Examination. If the intern passes
the examination, the files are transferred to the Architect Registration Files. Otherwise, files
must be avail able for useto qualify theintern for the exam. The board keepsthefilesuntil the
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intern is deceased.

Ar chitect Registration Examinations. TheArchitect Registration Examinationsaredesigned
by the National Coundl of Architectural Registration Boards (NCARB) for useby all of the
fifty statesin evaluating applicants’ qualifications for registration as architects. Information
on theresults of the examination isrecapitul ated in the Architect Registration Files. In 1997,
the examinations became computerized and hard copies of examinations are no longer given.
Theboard only receives score sheetswhich areplaced inthe Architect Registration Files. Hard
copiesof previousexaminations(created before 1997) should bekept four yearsfor reference

I1. Permanent Records. The Government Records Division recommends the following records as
permanent.

Promulgating Rules and Regulations

H

MeetingMinutesof theBoard. Code of Alabama1975, Section 34-2-40 mandatestheboard
to hold at least four (4) regular meetings each year. These minutes document proceedings of
the board meetings. (RDA page 3-2) (Bibliographic Title: Meeting Minutes)

Rules and Regulations. The board publishes annually a booklet that contains the board's
law, rules and regulations, and the code of professional conduct. The booklet provides the
public with guidance and limitations governing the duties and responsibilities of the
profession. (RDA page 3-2) (Bibliographic Title: Rules and Regulations)

Registering:

#

Architect Registration Database. The board maintains the database for all architects who
have registered since 1931. Information includes name, address, date of birth, education,
last known employment, registration data, and disciplinary action (if any). The databaseis
set up with full text search capability so that any information related to aregistered architect
can be retrieved. The database may be utilized / manipulated by people to conduct research
in architecture related subjects. (RDA page 3-3)

Rosters of Registered Architects. The board publishes annually a roster of registered
architects and forwards a copy to the governor as required by the Code of Alabama 1975,
Section 34-2-42. Theroster contains Architect Registration Law, rules and regulations, code
of professional conduct, board members and staff listing, listing of registered architects, and
blank forms for change of address and report of possible violation. This series provides the
public with a ready reference to the membership of regidered architects in the state. The
rosters may be used for geneal ogical research.(RDA page 3-3) (Bibliographic Title: Annual
Rosters)



I nvestigating Complaintsor Violations:

Records documenting this subfunction are found in the Architect Registration Database.

Administering Internal Operations:

# Annual Reports. The Codeof Alabama 1975, Section 34-2-42 mandatesthe board to prepare
and submit to the governor each year a report of its transactions for the preceding year. A
copy of the annual report is sent to the secretary of state. Information on the report includes
receipts (application fee, renewal fees, and fines) and disbursements (personnel, traveling,
repairs and maintenance, rentals, utilities, professional services, supplies, and equipment).
(RDA: page 3-3) (Bibliographic Title: Annual Reports)

# Newsletters. The board publishes occasional newsletters to serve as a communication tool
between the board and individual registered architect. The newsl etter may containinformation
on dates of upcoming board meetings, changesin rules andregulations, names of individuals
who have passed theregistration examination, disciplinary actions, and examination statistics.
(RDA: page 3-3) (Bibliographic Title: Newsletters)

Completed: May 2000



Permanent RecordsList

Function: Regulatory
State Board for Registration of Architects

Promulgating Rules and Regulations:

1. Meeting Minutes
2. Rules and Regulations

Registering:

*1. Architect Regstration Database
2. Rosters of Registered Architeds

Administering Internal Operations

*1. Annua Reports
2. Newdletters

*indicates recordsthat ADAH anticipates will remain in the care and custody of the creating agency.

(ADAH staff members are available to work with agency staff in determining the best location and
storage conditions for the long-term care and maintenance of permanent records.)
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State Board for Registration of Architects Records Disposition
Authority

This Records Disposition Authority (RDA) is issued by the State Records Commission under the
authority granted by the Code of Alabama 1975, Sections 41-13-5 and 41-13-20 through 21. It was
compiled by the Government Records Division, Alabama Department of Archives and History
(ADAH), which serves as the commission’ s staff, in conjunction with the staff of the State Board for
Registration of Architects. The RDA lists records created and maintained by the State Board for
Registration of Architectsin carrying out itsmandated functionsand activities. It establishesretention
periods and disposition instructions for those records and providesthe legal authority for the board to
implement records destruction.

Alabamalaw requirespublic officialsto create and maintain recordsthat document the business of their
offices. Theserecords must be protected from “mutilation, loss, or destruction,” so that they may be
transferred to an official’s successor in office and made available to members of the public. Under
Code of Alabama 1975, Section 36-12-40, “every citizen hasaright to inspect and take a copy of any
public writing inthis state, except as otherwise expressly provided by statute.” Records must be kept
in accordance with auditing standards approved by the Examiners of Public Accounts (Code of
Alabama 1975, Sections 36-12-2, 36-12-4, and 41-5-23). For assistance in implementing this RDA,
or for advice on records disposition or other records management concerns, contact the ADAH
Government Records Division at (334) 242-4452.

Explanation of Records Requirements

# This RDA supersedes any previous records disposition schedules governing the retention of
the State Board for Registration of Architectsrecords. Copies of superseded schedules are no
longer valid and should be discarded.

# The RDA establishes reention and disposition instructions for records, regardless of the
medium on which those records may be kept.

# Electronic mail isacommunicationstool that may record permanent or temporary information.
Asfor recordsin any other format, the retention periods for e-mail recordsare governed by the
requirements of the subfunctions to which the records belong.

# Sometemporary recordslisted under the Administering I nternal Operations subfunction of this
RDA represent duplicate copies of records listed for long-term or permanent retentionin the
RDAs of other agencies.

# The State Records Commission has determined that certain record-related materials need not
be retained as records under the disposition requirementsin thisRDA. They may be disposed
of in whatever way the agency determines best. Such materials include: (1) duplicate record
copies that do not require official action, so long as the creating office maintains the origina
recordfor the period required; (2) catdogs, tradejoumals, and other publicationsreceived that
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require no action and do not document government activities; (3) stocks of blank stati onery,

blank forms, or other surplus maerialsthat arenot subject to audit and have becomeobsol ete;.
(4) transitory records, which aretemporary records created for short-terminternal purposesthat
may include, but arenot limited to: tel ephone call-back messages; draftsof ordinary documents
not needed for their evidential value; copies of material sent for information purposes but not
needed by the recaving office for future business and internal communications about
department social activities, such as a note to a group going to lunch.

Records Disposition Requirements

This section of the RDA is arranged by subfunctions of the State Board for Registration of Architects
and lists the groups of records created and/or maintained by the board as a result of activities and
transactions performed in carrying out these subfunctions. The board may submit requests to revise
specific records disposition requiraments to the State Records Commission for consideration at its
regular quarterly meetings.

# Promulgating Rules and Regulations

MEETING MINUTES OF THE STATE BOARD FOR REGISTRATION OF ARCHITECTS
Disposition: PERMANENT RECORD.

RULES AND REGULATIONS
Disposition: PERMANENT RECORD.

Recordings of Meetings
Disposition: Temporary Record. Retain 3 years after the end of thefiscal year in which the tapeswere
created.

Administrative Procedures Rule Filings
Disposition: Temporary Record. Retain 3 yearsafter the end of the fiscal year in which therecords
were created.

Register of Administrative Procedures Rule Filings
Disposition: Retain in office (Code of Alabama 1975, Section 41-22-6)

# Registering

ROSTERS OF REGISTERED ARCHITECTS
Disposition: PERMANENT RECORD.

ARCHITECT REGISTRATION DATABASE
Disposition: PERMANENT RECORD.
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Intern Files/Database

Disposition: Temporary Record.

Files of interns who have passed the examination: Trander to the Architect Registration Files.
Filesof internswho havefailed the examination: Retain 3 years after theend of thefiscal year inwhich
the intern is deceased.

Architect Registration Files
Disposition: Temporary Record. Retain 15 years dter the registered architect is deceased.

Architect Registration Examinations -- Hard Copies (records ceased as of 1997)
Disposition: Temporary Record. Retain 4 years ater examination.

Annual Registration Renewal Files
Disposition: Temporary Record. Retain 3 years &ter the end of the fiscal year in which the records
were created.

Quarterly Architect Examination Statistics
Disposition: Temporary Record. Retain for useful life.

# Investigating Complaints or Violations

Investigation Files
Disposition: Temporary Record. Retain 15 years after the registered architect is deceased.

#  Administering Internal Operations

Managing the Agency:
ANNUAL REPORTS
Disposition: PERMANENT RECORD.

NEWSLETTERS
Disposition: PERMANENT RECORD.

Board Appointment Letters
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the term
expires.

Routine Correspondence
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Administrative Reference Files
Disposition: Temporary Record. Retain for useful life.
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Legidative Files (drafts of proposed board-sponsored |egidlation)
Disposition: Temporary Record. Retain for useful life.

Legidative Tracking Files
Disposition: Temporary Record. Retain for useful life.

Mailing Lists
Disposition: Temporary Record. Retain for useful life.

Records documenting the implementation of the board’ s approved RDA (copies of transmittal forms
to the Archives and the State Records Center, evidence of obsolete records destroyed, and annual
reports to the State Records Commission)

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Copies of RDA
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in whichthe RDA is
superseded.

Computer systems documentation (hardware/ software manuals and diskettes, warranties, records of
access/authorities, file naming conventions, Y 2K records)

Disposition: Temporary Record. Retain documentation of former system 3 years after the end of the
fiscal year in which the former hardware and software no longer exists anywhere in the agency and all
permanent records have been migrated to a new system.

Managing Finances:

Records documenting the preparation of a budget package and reporting of the status of funds,
reguesting amendments of allotments, and reporting program performance

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records documenting the requisitioning and purchasing of supplies and equipment, receipting and
invoicing for goods, and authorizing payment for products

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records of original entry or routine accounting transactions such as journals, registers, and ledgers -
and funds deposited outside the state treasury.

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.
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Records documenting requests for authorization from supervisorsto travel on official business either
within or outside the state, and other related materials, such as travel reimbursement forms and
itineraries

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records documenting contracts for services or personal property
Disposition: Temporary Record. Retain 6 years after expiraion of the contrect.

Records documenting the bid process, including requests for proposals and unsuccessful responses
Disposition: Retain in office (Code of Alabama 1975, Section 41-16-24)

Audit Reports
Disposition: Temporary Record. Retain 6 years after the end of the fiscal year in which the records
were created.

Managing Human Resour ces:
Position Classification Files
Disposition: Temporary Record. Retain 4 years dter position is reclassified.

Application Materials
Disposition: Temporary Record. Retain 1 year.

Records documenting payrdl (e.g. pre-payroll reports, payroll check registers)
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records documenting payroll deduction authorizations
Disposition: Temporary Record. Retain 6 years after separ ati on of the employee from the agency.

Records documenting payroll deductions for tax purposes (including Form 941)
Disposition: Temporary Record. Retain 3 yeas after the end of the fiscal year in which the records
were created.

Records documenting an employee’ swork history - generally maintained as a case file
Disposition: Temporary Record. Retain 6 years after separ ai on of employee from the agency.

Records documenting employees' daily and weekly work schedules
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records documenting an employee’'s hours worked, leave eamed, and leave taken (including time
sheets)

Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created..
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Records documenting sick |eave donations
Disposition: Temporary Record. Retain 3 years after the end of the fiscal year in which the records
were created.

Records of final leave status (cumulative leave)
Disposition: Temporary Record. Retain 6 years after separ ati on of employee from the agency.

Employee Flexible Benefits Plan Files
Disposition: Temporary Record. General information -- Retain until superseded.
Other (applications, correspondence) -- Retain 6 years.

State Employee Injury Compensation Trust Fund Files
Disposition: Temporary Record. Retain 6 years after separ ati on of the employee from the agency.

Equal Employment Opportunity Commission Case Files
Disposition: Temporary Record. Retan 3 years.

Managing Properties, Facilities and Resour ces.

Semiannual Inventory Lists
Disposition: Retain in office. (Code of Alabama 1975, Section 36-16-8 [1]).

Transfer of State Property Forms (SD-1) (Agency copies)
Disposition: Temporary Record. Retain 3 years after theend of the fiscal year in which the records
were created.

Property Inventory Cards and/or Computer Files
Disposition: Temporary Record. Retain 3 years after the end of thefiscal year in which theitemswere
removed from i nventory.

Receipts of Responsibility for Property
Disposition: Temporary Record. Retain until return of item to property manager.

Real Property Leasing/Renting Records
Disposition: Temporary Record. Retain 6 years dter expiration of the lease.

Facilities/Buildng Security Records (including visitor 10gs)
Disposition: Temporary Record. Retain 3yearsafter theend of thefiscal year inwhich therecordswere
created.

Motor Pool Vehicle Use Records
Disposition: Temporary Record. Retain 3 yearsafter theend of thefiscal yearinwhichtherecordswere
created.
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Insurance Policies/Risk Management Records
Disposition: Temporary Record. Retain 6 years dter termination of policy or membership.

Building Maintenance Work Orders
Disposition: Temporary Record. Retain 1 year.

Approval of Records Disposition Authority

By signing this agreement the Board for Registration of Architects acknowledgesits responsibilities
for the proper management of its records and agrees to abide by theimplementation guidelines listed
below:

# The Board for Registration of Architects will designate a manageria position as the agency
records officer. This position is responsible for: ensuring the development of quality record
keeping systems that meet the business and legal needs of the board, for coordinating the
transfer and destruction of records, for ensuring that permanent records hdd on alternative
storage media(such as microformsand digital imaging systems) are maintained in compliance
with national and state standards, for suomitting an annual report on records management
activities to the State Records Commission in July of each year, and for ensuring the regular
implementation of the board’ s approved RDA.

# Permanent records in the Board for Registration of Architects' custody will be maintained
under proper intellectual control, and in an environment that will ensure their physical order
and preservation.

# Destruction of temporary records, as authorized in this RDA, should occur agency-wide on a
regular basis-for example, after the successful completion of an audit, at the end of an
administration, or at theend of afiscal year. Incertain circumstances, theboard may determine
that a valid need exists to keep a record beyond its prescribed retention period. Despite the
RDA’sprovisions, no record should be destroyedthat isnecessary to comply with requirements
of the state Sunset Act, audit requirements, or any legal notice or subpoena.

# The board should maintain full documentation of any computerized record-keeping system it
employs. It should develop procedures for: (1) backing up dl permanent records held in
electronicformat; (2) storing a back-up copy off-site; and (3) migrating all permanent records
when the system is upgraded or replaced. If the board chooses to maintain permanent records
solely in electronic format, it is committed to funding any system upgrades and migration
strategies necessary to ensure the records’ permanent preservation and accessibility.

# The Board for Registration of Architects agrees to allow the State Records Commission, its
staff, and the Examiners of Public Accountsto examine the condition of the permanent records
maintained in the custody of the board and to inspect records destruction documentation.
Government RecordsDivision archivistsareavail abletotrain the staff in RDA implementation
and otherwise assist the commission in implementing its records management program.
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This records disposition authority is hereby adopted.

By:

Cynthia J. Gainey, Administrator
Board for Registration of Architeds

By:
Edwin C. Bridges, Chairman
State Records Commission

Date:

Date:
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